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3. You will see a new pop-up on your screen to setup a new account. You can type in the same 
email address where you received the invitation.  

 

4. If you have used the same email address to sign up for another site, you may see the following 
message. If you do, click on the link highlighted below. If you haven’t used this email address 
before, please jump to step # 5 

 

5. Create a strong password. You will use this password to log in to NLRB SharePoint site. 
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6. Provide additional information as shown below. 

 

7. You will get the following prompt on the next screen. Please log in to your email to retrieve the 
code and enter it in the prompt shown below.  

 

8. Email from Microsoft with the verification code will look like the sample shown below.  
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9. Enter the code in the prompt as shown below and click on Next.  

 

10. Next prompt is for verification purposes. Once you have entered the characters shown on the 
prompt, click on next.  
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11. You are now taken to the SharePoint site that has been shared with you.  
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Sharepoint - Upload an Existing Document 
 

If you have an existing document on your computer and want to save it in the SharePoint document 
library, you can easily upload it. To do that follow the steps below: 

1. Once you are in the document library, click on “Upload” button.  

 

2. An “Add a document” prompt will appear on the screen, click on “Choose Files” button.  
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3. On the next window, you can select any type of document from your computer (including word, 
excel spreadsheet, pdf etc.) and then click on “Open” button. Click on “Ok” button on the “Add a 
document” prompt to finally upload the selected document in document library.   
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4. You can also select multiple files to upload. To do this, while keeping “Ctrl” key on the keyboard 
pressed use left mouse button and click on all the files you would like to select. Once selection 
has been made, click on “Open” button. 
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7. Once you drop the document/s, they will appear in the document library.  

 

 

 

Create a Folder 
 

If or when you need to organize your documents, you can use folders. To create a folder, follow the 
steps below: 

1. Once you are in the document library, click on “Create” button and select “New Folder”. 
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2. You will get a “Create a folder” prompt on your screen. Enter the folder name of your choice and 
click on “Create” button.  
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3. You can now see a new folder in the document library.  

 

4. If you want to create documents in the folder, simply click on the folder name to get inside the 
folder and follow the steps given in “Create a new Document” section of this guide.  
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Document Actions Inside a Document Library: 
 

Inside the document library, when you right-click on any available document (inside the folder as well), 
you will be able to perform additional actions as shown in the screen shot. Some of the popular actions 
are given below: 

Action Description 
Download This option allows you to download the document to your 

computer. 
Rename This option allows you to rename the document.  
Delete This option allows you to delete the document from the document 

library and send it to Recycle Bin. 
Version History This option allows you to review the version history of the 

document. 
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Managing Users - Create a SharePoint Users Group 
 

SharePoint groups are used to grant permissions to the users who will be working on a particular 
case.  This way, only people who will be working on the case will have access to that document 
library.  For example, if you have a document library with the following details: 
 
- Case Name: United States Postal Service 
- Case Number: 06-CA-261791 

Then we will be setting up a new SharePoint group to add users who are unique to this case. Same 
process will be repeated to setup SharePoint groups for all cases that will be created in any site.  

To setup a new SharePoint group, follow the steps given below: 

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This 
will open a new menu on the screen. Click on “Site Settings” link.  

 

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.  
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3. Once you are on the Site Permissions page, click on “Permissions” menu tab and then click on 
“Create Group” icon on the menu bar.  

 

4. On the next screen, fill out the information (see example shown below). Group name can be 
setup to include Case Name and Number as well as the members for easy identification. Once all 
required information is filled out, click on “Create” button.  

- Name: This is the name of the group and should be reflective of its 
function. For example, to setup a group to add Bailiff, 
SharePoint group name could be setup as “USPS (06-CA-
261791) – Bailiff” or for the members who will be working 
on this case as “USPS (06-CA-261791) – Members” 

- About Me:  You can add some description text about this group.  
- Owner: By default, the person who is creating the group will be 

selected as the owner of the group. However, this should 
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be changed by removing the prepopulated name and 
replacing with the site Owners group as follows:  
 

- Delete the prepopulated name.  
- Type in the site name. This will bring all the existing 

SharePoint group for this site in suggestions 
dropdown list. Select the group that has “Owners” 
included in its name.  
 

- Group Settings: Select “Everyone” and “Group Owner” per the screen shot 
below.  

- Membership requests:  No 
- Give Group Permissions to 
this Site: 

Select “Contribute without Delete” option.   
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Change permissions of an Existing SharePoint Users Group 
 

To change permission on an existing SharePoint group, follow the steps given below: 

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This 
will open a new menu on the screen. Click on “Site Settings” link.  

 

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.  
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3. Once you are on the Site Permissions page, select the checkbox next to any group that you 
would like to change and then click on “Permissions” menu tab.  

 

4. On the next screen, unselect current permissions and select the one that you would like to 
change to and click on “OK” button.  
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Add a User to SharePoint Group 
 

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This 
will open a new menu on the screen. Click on “Site Settings” link.  

 

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.  

 

 

3. Click the name of the group you want to add a user to, e.g., “Parties -- Sample Case -- 66-CA-
123456.” 
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4. On the next page, click on “New” button as shown in the screen shot below.  

 

5. Click on “Add Users”.  
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Document Management  
in SharePoint Document Library 

 

Introduction 
 

A SharePoint document library is a place where a user can read, create/ upload, edit and delete MS Office documents 
that includes Word, Excel and Power Point. User actions are based on their permissions level. For example, a user who 
was only assigned “Contribute Without Delete” permission, can only read and add/modify (download) documents but 
cannot delete.  

The purpose of this document is to show various features associated with document management in SharePoint 
document library.  

Create a new Document 
 

1. To create a new document, browse to the document library of your choice. You can either use a shortcut (where 
available) in the left navigation menu (Figure 1) or using “Site Contents” under SharePoint menu (i.e. gear icon) as 
shown below (Figure 2 and 3).  

 

Figure 1 - Using Left Navigation Menu 
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2. Once you are in the document library, click on “New” and select the type of document you would like to create. 
In this example, we are creating a “word” document.  

 

3. This will open a blank document in the browser window.  
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4. To give your new document a name, click on the “document” text at the top and type in a new document name 
as shown below: 

 

5. You can also open the same document on your computer using word desktop app. To do that, click on “Open in 
Desktop App”.  

 

6. A new prompt will appear on the screen, click on “Open” button to open this document in desktop app. You can 
also resume to edit in the browser by clicking on “Resume editing here” option as shown below. 

 

7. You can now start working on your document. Your changes are being saved automatically.  
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Upload an Existing Document 
 

If you have an existing document on your computer and want to save it in the SharePoint document library, you can 
easily upload it. To do that follow the steps below: 

1. Once you are in the document library, click on “Upload” button.  

 

2. An “Add a document” prompt will appear on the screen, click on “Choose Files” button.  
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3. On the next window, you can select any type of document from your computer (including word, excel 
spreadsheet, pdf etc.) and then click on “Open” button. Click on “Ok” button on the “Add a document” prompt to 
finally upload the selected document in document library.   
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4. You can also select multiple files to upload. To do this, while keeping “Ctrl” key on the keyboard pressed use left 
mouse button and click on all the files you would like to select. Once selection has been made, click on “Open” 
button. 
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Create a Folder 
 

If or when you need to organize your documents, you can use folders. To create a folder, follow the steps below: 

1. Once you are in the document library, click on “Create” button and select “New Folder”. 

 

2. You will get a “Create a folder” prompt on your screen. Enter the folder name of your choice and click on 
“Create” button.  
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Document Actions Inside a Document Library 
 

Inside the document library, when you right-click on any available document (inside the folder as well), you will be able to 
perform additional actions as shown in the screen shot. Some of the popular actions are given below: 

Action Description 
Download This option allows you to download the document to your 

computer. 
Rename This option allows you to rename the document.  
Delete This option allows you to delete the document from the document 

library and send it to Recycle Bin. 
Version History This option allows you to review the version history of the 

document. 
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Recover a Document from Recycle Bin 
 

If a document is either accidentally deleted or needs to be recovered from the recycle bin for some reason, follow the 
steps below: 

1. Click on the gear icon and select “Site Contents” 

 

2. On the next screen, click on “Recycle Bin”. 
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Steps to Create A New Case Documents Library 
and Restrict Access using SharePoint Groups 

 

Create a new Document Library 
 

1. First navigate to the site where you would like to create a new case document library. Once you are on the home 
page, click on “Site Contents” link in the left navigation menu as shown below: 

 

2. On the Site Contents page, click on “add an app” icon.  

 

3. On the next page, click on “Document Library” icon. 

 

4. A new prompt will appear on the screen. You can enter the desired name for the case documents library. 
Preferred format is to use “Case Name (Case Number)” e.g. United States Postal Office (06-CA-261791) and click 
on “Create” button.  
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5. You will be taken back to the “Site Contents” page where you can see the newly created document library.  
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Create a SharePoint Users Group 
 

Before we setup Library Permissions, we have to setup new SharePoint groups. These groups will be used to grant 
permissions to the users who will be working on a particular case. This way, only people who will be working on the 
case will have access to that document library. For example, if you have a document library with the following details: 
 
- Case Name: United States Postal Service 
- Case Number: 06-CA-261791 

Then we will be setting up a new SharePoint group to add users who are unique to this case. Same process will be 
repeated to setup SharePoint groups for all cases that will be created in any site.  

To setup a new SharePoint group, follow the steps given below: 

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This will open a new 
menu on the screen. Click on “Site Settings” link.  

 

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.  
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3. Once you are on the Site Permissions page, click on “Permissions” menu tab and then click on “Create Group” 
icon on the menu bar.  

 

4. On the next screen, fill out the information (see example shown below). Group name can be setup to include 
Case Name and Number as well as the members for easy identification. Once all required information is filled out, 
click on “Create” button.  

- Name: This is the name of the group and should be reflective of its 
function. For example, to setup a group to add Bailiff, 
SharePoint group name could be setup as “USPS (06-CA-
261791) – Bailiff” or for the members who will be working 
on this case as “USPS (06-CA-261791) – Members” 

- About Me:  You can add some description text about this group.  
- Owner: By default, the person who is creating the group will be 

selected as the owner of the group. However, this should be 
changed by removing the prepopulated name and replacing 
with the site Owners group as follows:  
 

- Delete the prepopulated name.  
- Type in the site name. This will bring all the existing 

SharePoint group for this site in suggestions 
dropdown list. Select the group that has “Owners” 
included in its name.  
 

- Group Settings: Select “Everyone” and “Group Owner” per the screen shot 
below.  

- Membership requests:  No 
- Give Group Permissions to 
this Site: 

Select “Contribute without Delete” option.   
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Change permissions of an Existing SharePoint Users Group 
 

To change permission on an existing SharePoint group, follow the steps given below: 

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This will open a new 
menu on the screen. Click on “Site Settings” link.  

 

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.  

 

3. Once you are on the Site Permissions page, select the checkbox next to any group that you would like to change 
and then click on “Permissions” menu tab.  
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Library Permissions Settings 
 

To restrict users (both internal and external) to have access to a document library, you can change the 
permissions on that document library. To change permissions, please follow the steps given below.  
 

1. From “Site Content” link, go to the site contents page and click on the library you want to setup permissions for. 
Once the library is open on your screen, click on the “Library” menu on top of the page followed by clicking on 
the “Library Settings” icon. 

 

 

2. Under “Permissions and Management” heading, click on “Permissions for this document library”  
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3. By default, all lists and libraries in SharePoint inherit their permissions that are setup at the site level. This can be 
changed. To change this, on the next page, click on “Stop inheriting permissions”. By doing this, we are 
disconnecting this library permissions from the site.  

 

4. You will get a prompt with the following message: 

“You are about to create unique permissions for this document library. Changes made 
to the parent site permissions will no longer affect this document library”. 

Click on “OK” button.  

 

5. Click the checkbox next to Members and Visitors group and click on “Remove User Permissions” icon in the menu 
bar. Make sure not to remove the “Owners” group.  
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6. Under the “Permissions” menu tab, click on “Grant Permissions” icon.  

 

7. A new prompt will appear on the screen. Through this prompt, you will be able to find, select and assign the 
SharePoint group that was created in the previous section to this document library.  

a. In the “Shared With” section, type in the name of the SharePoint group or any individual user you would 
like to grant permission.  

b. Click on “Show Options” to expand the section and select appropriate permission level from the 
dropdown list.  
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Add a User to SharePoint Group 
 

9. To add a user to a SharePoint group, first you must access the group by clicking on the group’s name. 
10. On the next page, click on “New” button as shown in the screen shot below.  

 

11. Click on “Add Users”.  

 

12. Start typing in the names of the people you would like to add to this group. Default naming convention for users 
in SharePoint is Last Name, First Name. You can check the option to send an email to the users who are being 
added to this group and click on “Share” button.  

























DRAFT EMAIL TO PARTIES RE SHAREPOINT (updated 8/6/2020) 
 
 
Counsel: 
 
A party can provide exhibits to Judge [INSERT NAME], other parties, and I via email or 
the NLRB’s SharePoint page for this case.  SharePoint is a convenient way to view all 
exhibits on one page, as opposed to managing multiple emails that contain multiple 
exhibits.  In addition, certain files, such as large audio or video files, will not transmit via 
email and therefore SharePoint must be used.   
 
You should have received an email invitation to the SharePoint page for this case.  
Please check your Spam or other folders or contact me if you cannot find it. 
 
Attached please find a SharePoint guidance document.  Included are access 
instructions for parties without NLRB email addresses (pages 1-7 of the PDF), steps for 
managing exhibits (pages 8-16), and steps for saving the case page as a favorite 
(pages 17-18). 
 
At our pretrial practice session, Judge [INSERT NAME] and I will go over, among other 
things, how to upload and open exhibits on the SharePoint page.  In the meantime, you 
can explore the page; it is not difficult to upload files.   
 
If a witness needs access to the SharePoint page, please let me know and I will send 
them an invitation.  If the Court Reporter needs access Counsel for the General 
Counsel should let me know. 
 
Thank you, 
 
[INSERT NAME] 
Courtroom Deputy 
[INSERT PHONE] 
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3. You will see a new pop-up on your screen to setup a new account. You can type in the same 
email address where you received the invitation. 

 

4. If you have used the same email address to sign up for another site, you may see the following 
message. If you do, click on the link highlighted below. If you haven’t used this email address 
before, please jump to step # 5 

 

5. Create a strong password. You will use this password to log in to NLRB SharePoint site. 
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6. Provide additional information as shown below. 
 

7. You will get the following prompt on the next screen. Please log in to your email to retrieve the 
code and enter it in the prompt shown below. 

 

8. Email from Microsoft with the verification code will look like the sample shown below. 
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9. Enter the code in the prompt as shown below and click on Next. 
 

 

10. Next prompt is for verification purposes. Once you have entered the characters shown on the 
prompt, click on next. 
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11. At this point, you will be asked to provide some additional information to ensure secure access to 
the site. Click on “Next”. 

 
12. On the next screen, you will need to provide your mobile phone number for verification 

purposes. This is an additional layer of security required as a part of NLRB IT security policy. Fill 
out the required fields as shown below and click on “Next”.  
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13. Once you receive the code on your mobile phone as a text message or call, enter it in the text box 

as shown below and click on “Verify”.  

 
 

14. Once your code is verified, you will receive the following confirmation screen. Click on “Done”.  
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15. If you see the following message on your screen after step 14. Please reach out to NLRB IT 

support team at the following addresses: 
a. Mark Eskenazi (mark.eskenazi@nlrb.gov) 
b. @nlrb.gov) 
c. @nlrb.gov) 

 
 
 

16. You are now taken to the SharePoint site that has been shared with you. 
 

(b) (7)(E)
(b) (7)(E)
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SharePoint - Upload an Existing Document 
 

If you have an existing document on your computer and want to save it in the SharePoint document 
library, you can easily upload it. To do that follow the steps below: 

1. Once you are in the document library, click on “Upload” button. 
 

2. An “Add a document” prompt will appear on the screen, click on “Choose Files” button. 
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3. On the next window, you can select any type of document from your computer (including word, 

excel spreadsheet, pdf etc.) and then click on “Open” button. Click on “Ok” button on the “Add a 
document” prompt to finally upload the selected document in document library. 
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4. You can also select multiple files to upload. To do this, while keeping “Ctrl” key on the keyboard 
pressed use left mouse button and click on all the files you would like to select. Once selection 
has been made, click on “Open” button. 
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2. You will get a “Create a folder” prompt on your screen. Enter the folder name of your choice and 
click on “Create” button. 
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                       Zoom ULP Hearings: Suggested Practices  Mark Eskenazi 
                                      for Judges and Courtroom Deputies    Updated Aug. 2020 

           
1. Use a laptop not a smartphone, tablet, etc.  In general, a smartphone user’s video 

feed doesn’t work if they are simultaneously using another app, such as reviewing 
an exhibit.  If a witness only has a smartphone they should fully charge it before 
testifying.  If it’s an iPhone they should “swipe up” to ensure that all other apps are 
fully closed.  Only the Zoom and email apps should be open, in case the witness 
needs to briefly access an exhibit and then return to the video feed.   
 

2. Reduce Wi-Fi crowding.  Ask your housemates to reduce their Wi-Fi usage while 
you’re in the hearing.  Multiple devices on the same Wi-Fi using Netflix, playing 
video games, etc. can slow the Zoom connection. 

 
3. Close unnecessary programs.  The more programs your computer is running, the 

more RAM memory you'll need.  This can slow the Zoom connection.  
 
4. Involve the Court Reporter early.  Ask Counsel for the GC to confirm that the 

Court Reporter is competent to serve in a Zoom hearing.  In my experience most 
have already done Zoom hearings.  If they haven’t, the Region should consider 
inviting them to a pretrial practice session with the judge and parties.   

 
5. Hold at least one pretrial practice session.  This will familiarize the parties with 

how Zoom works and the judge’s expectations.  Topics may include the use of 
Waiting Rooms and Break-Out Rooms, the deletion of Jencks material from the 
Respondent’s computers after usage, and the exchange of exhibits. 

 
6. Ask the parties to exchange exhibits via SharePoint or email.  Zoom’s Chat 

upload tool often doesn’t work. 
 

7. Ask the parties to exchange exhibits before the hearing.  This reduces dead 
time during the hearing in which the parties email exhibits or upload them to 
SharePoint, wait for transmission, and wait for everyone to open them on their 
computer.   

 
8. Ask the parties to pre-number, internally paginate, and bookmark 

documentary evidence in a single PDF file.  This makes viewing exhibits during 
the hearing more efficient.  Bookmarking is an Adobe tool used to earmark pages so 
they can be easily accessed without having to scroll through the PDF.   

 
9. Ask everyone to review documents at their own pace rather than on Share 

Screen.  While Share Screen generally works well in displaying PDFs, everyone 
must follow along at the pace at which the person using Share Screen is scrolling 
through the document.  It’s more convenient for each person to view Zoom on one 
side of their screen and the PDF on the other so they can scroll at their own pace. 
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10. Determine whether SharePoint will be needed to exchange exhibits.   
 
a. Audio and video exhibits, as well as other large files (even some PDFs), may 

not be transmittable over email.  Instead, SharePoint must be used.   
b. In addition to being a solution for large exhibits, SharePoint is a convenient 

way to view all exhibits on one webpage, as opposed to managing multiple 
emails that contain multiple exhibits.  Accordingly, SharePoint is 
recommended for heavy-document cases. 

c. SharePoint, like email, is a way to access exhibits.  It doesn’t change how 
exhibits are viewed during the hearing--at your own pace or on Share Screen.   

d. If you use Share Screen to play audio/video exhibits, be sure to check the 
boxes at the bottom of the Share Screen tool labeled “Share computer sound” 
and “Optimize Screen Sharing for Video Clip.”  Otherwise the sound won’t 
work. 

e. Please contact me if you want to use Sharepoint for a hearing.   
 

11. Do a sound check.  Each day before the record opens ask everyone to practice 
speaking.  It’s better to catch an audio issue early. 

 
12. If someone has an audio issue try the 3 audio back-ups.  First, they should 

check the sound settings in Windows (usually the bottom right of the computer near 
the clock) and the settings in Zoom (at the bottom left click the up-arrow next to the 
Mute button).  Second, they should leave the hearing, reboot the computer, and 
rejoin the hearing.  Third, they should use their computer only for Zoom video (stop 
Computer Audio) and dial-in on their phone only for audio (no video output). 

 
13. Promptly identify individuals in the Waiting Room.  When an individual enters 

the Waiting Room, interject after the witness answers the pending question.  Admit 
the person into the hearing and identify them.  If it’s a witness scheduled to testify 
later, inform them of the sequestration order and ask them to leave until called.  If it’s 
a public spectator ensure they are muted and that their video output is off.       

 
14. Hide non-video participants.  Each hearing participant should hide non-video 

participants, such as public spectators, so they don’t take up space on the screen.  
The Zoom Host (i.e., judge or courtroom deputy) cannot perform this function for the 
group.  Each participant must do so himself or herself. 

  
 
 
 










